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Inspection and Secg;itx

(1) Special Iraining and Indoctrination Gourse

This course is designed to give a brief indoctrination in the
functions ang responsibilities of CIA and of 1&S, and basie training
in the techniques of investigation as they apply to work rerformed
by I&S investigators. The duration of the course is three weeks,
1t is given at five week intervels, About 30 persons from I&S and
3 from other offices are used as lecturers, The average class in-
cludes 17 students,

Medical Office

(1) Medical Technician Iraining Course

This course is designed primarily for technicians who are

going into 1d, It includes a four-week treining period at
and covers anatomy, physiology, and other related
ects, e number of students in the class varies, The present

number is four, There is one training technicisn and one medical
officer serving as instructors.

General Counsel

(1) Finance representatives act ag instructors for the "finance"
portion of the one week administrative course conducted by covert

Each employee proceeding overseas is given individual briefing
on matters pertaining to pay, allowances, travel and related matters,

Occasional instruection and briefing lectures are glven by

Finance employses to special groups at the request of operations
offices,
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The Finance Division conducts on-the-job training for all new
employees hired by the Division for headquarters or overseas assign-
ments and for certain administrative employees of the operating
offices who are detalled to the Finance Division prior to proceeding
to overseas station assigmments which require a knowledge of finan-
cial reporting and accounting. Duration of this training ranges
from one week to three months, One finance employee devotes full
time to the supervisiom of this on-the-job training. The training
consists of reading regulations, discussions, practice work on
accounts, actual work on accounts under close supervision and
rotation between the various functional units of the Finance Divi-
slon.

Personnel Office

Formal training is conducted by the Personnel Pool, located
in the Persommel Testing Branch, Personnel Division (Overt).
Individuals trained are employees in clerical categories who are
assigned to the Personnel Pool on a provisional, temporary basis
pending "Secret" or "Full" clearance,

The purpose of the Personnel Pool training program is to
inocrease and help maintain the clerical skills which the new
employee is presumed to possess to a reasonable degree before
entering on duty; to teach the proper use of English to those
employees whose test scores indicate the need, emphasizing the
vocabulary and phraseology peculiar to the Govermnment and to CIA
in particular; to acquaint the new employee with methods and pro-
cedures practiced in CIA offices, emphasizing the security require-
ments peculiar to this Ageney; to instruct the individual employee
in skills and practices relevant to his future work assignment
wherever and to the greatest extent possible.

(1) Typing

Classes are set up for elementary typing, clerk-typing, and
steno-typing. Instruction is also given in the use of dlttoes,
stencils, dictaphone, electric typewriters, multilith mats, carbons
and typing shortcuts. The course is given on a continuing basis
and its duration is three weeks,

(2) Shorthand

Students are enrolled in either an Intermediate or Advanced
Shorthand Class. The course is given on a continuing basis.

(3) English Usage

This is given as an integrated course to all persons for whom
a need is established, It is of three weeks duration.
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(2) Issuance Review

Two to four weeks of Practical 8Xperience in
developing, editing, ang Coordinating o1y Regulations
is given, The objective is to gain an understanding

(3)  Development of Staffing Patterns

Two to four weeks of €Xperience in developing and
coordinating broposals for changes in tables of op.
ganizations ig given, The trainee Sshould absorb the
Pertinent facts regarding each T/0 change ang should,
by operating the central controls, acquire a knowledge
of the pPhysical Processes involved,

L) Machine Methods

devices ig given, Electrica)l accounting (1BM) machines
will constitute the most Significant phase of this
training, The objective ig to gain a }familiarity with
machine applications, sufficient t¢ permit identifica-
tion of Problem areag,

(5) Records Manageme nt

One week of Project eXperience as ap assistant on
the Agency's Records Management, and Vita] Documents
Programs 1s given, The objectives of the Programs and

\ the processeg involved are examined,

(6) Organization and Methods Surveys
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